
 

  4.1 

AIRCRAFT DISPATCHER 
 

UNIT 4 – AIRCRAFT USE REPORT 
 

INSTRUCTIONS TO THE INSTRUCTOR  
 
This unit requires that the instructor should have a working knowledge of payment 
documents for both the Aviation Management Directorate and Forest Service. 
 
The purpose of this unit is to provide an exposure to payment documents not to the 
actual preparation of the documents themselves. 
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NOTES 
 



 

  4.3 

DETAILED LESSON OUTLINE 
 
COURSE: Aircraft Dispatcher 
 
UNIT: 4 – Aircraft Use Report 
 
TIME: 1 hour 
 
TRAINING AIDS: Overhead projector or computer with CD-ROM and LCD 

projector; projection screen; markers, masking tape or tacks; 
handouts; flip chart; one OAS-23 booklet; FS-122 booklet 

 
OBJECTIVES: Upon completion of this unit, students will be able to: 
 

• Demonstrate the ability to objectively review an 
OAS-23 or FS-122 prior to submission for payment. 

 

OUTLINE AIDS & CUES 

INTRODUCE UNIT 4. 04-01-ACDP-EP 

PRESENT THE UNIT OBJECTIVE. 04-02-ACDP-EP 

REFER STUDENTS TO PAGES 18 AND 19 OF 
APPENDIX A—AIRCRAFT DISPATCHER JOB AID 
FOR AN AMD PAYMENT DOCUMENT 
COMPLETION CHECKLIST. 

SW Appendix A 
pages 18 and 19 

I. OAS-23 04-03-ACDP-EP 

A. Verify all entries on OAS-23.  

B. Sign for services received.  

C. Ensure pilot/contractor signature.  

D. Verify billee and program charge codes.  

Multiple program cost user breakout  
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OUTLINE AIDS & CUES 

NOTIFY STUDENTS THAT A BILLEE CODE 
REFERS TO THE UNIT THAT RECEIVES A BILL 
FOR THE CHARGES AND THAT A LIST OF THE 
CODES CAN BE DOWNLOADED FROM 
WWW.OAS.GOV. 

 

E. Ensure timely submission for payment. 04-04-ACDP-EP 

Prompt payment discount–within 30 days  

F. Assure completion.  

• Neat  

• Readable  

G. Obtain authorizing official’s signature.  

H. Submit copies.  

• AMD–white copy  

• Vendor–blue copy  

• Agency–yellow copy  

REVIEW SLIDES 5 THROUGH 15 WITH THE 
STUDENTS.  THESE SLIDES REPRESENT THE 
PROCESS TO COMPLETE AN OAS-23.  THE 
SLIDES ARE USED AS A DEVICE BY WHICH 
STUDENTS CAN FOLLOW IN THEIR STUDENT 
WORKBOOK. 

04-01-ACDP-IR  
SW page 4.7 
THRU 
SW page 4.21 
04-05-ACDP-EP 
THRU 
04-15-ACDP-EP 

REFER STUDENTS PAGES 20 AND 21 OF 
APPENDIX A—AIRCRAFT DISPATCHER JOB AID 
FOR A FS-122 PAYMENT DOCUMENT 
CHECKLIST. 

SW Appendix A 
pages 20 and 21 
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OUTLINE AIDS & CUES 

II. FLIGHT USE REPORT–FS 6500-122 
INSTRUCTIONS 

04-16-ACDP-EP 

A. Verify all entries on FS-122.  

B. Sign for services received.  

C. Ensure pilot/contractor signature.  

D. Verify billee and program charge codes.  

Multiple program cost user breakout  

E. Ensure timely submission for payment. 04-18-ACDP-EP 

Prompt payment discount–within 30 days  

F. Assure completion.  

• Neat  

• Readable  

G. Obtain authorizing official’s signature.  

H. Submit copies.  

• USFS  

• Vendor  

• Local Agency  

REVIEW SLIDES 19 THROUGH 27 WITH THE 
STUDENTS.  THESE SLIDES REPRESENT THE 
PROCESS TO COMPLETE A FS-122.  THE SLIDES 
ARE USED AS A DEVICE BY WHICH STUDENTS 
CAN FOLLOW IN THEIR STUDENT WORKBOOK. 

04-02-ACDP-IR  
SW page 4.23 
THRU 
SW page 4.28 
04-19-ACDP-EP 
THRU 
04-27-ACDP-EP 
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OUTLINE AIDS & CUES 

REVIEW UNIT OBJECTIVE. 04-28-ACDP-EP 

ASK STUDENTS IF THERE ARE ANY QUESTIONS. 04-29-ACDP-EP 
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AIRCRAFT DISPATCHER 
 

UNIT 4 – AIRCRAFT USE REPORT 
 

INSTRUCTOR REFERENCES 
 
Reference No. Description 
 
04-01-ACDP-IR OAS-23 Instructions 
 
04-02-ACDP-IR FS-122 Instructions 
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NOTES 
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